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Em hay nhé lai va cho biét phan

mém PowerPoint, Notepad dung

de lam gi?
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Phan mém soan thao van ban

Microsoft Word (Word)

&




< Em cung ban thwc hién cac bwéc sau dé kich ho&

phan mém soan thao van ban Word:
[1] Nhay dup chudt vao biéu twong u' ;
2] Nhay chubt chon Blank document (Hinh 13.1).
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A Hinh 13.1. Chon Blank document



[ Cacthé lénh ]

Hinh 13.2. Clra s6 phan mém soan thdo van ban Word

[Céc ntt diéu khién cta so j
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(Déi lénh trong thé |énh Home]

P ® ] Quan sat hinh 13.2 va goi tén cac thanh phan co ban cla

clra sO6 phan mém soan thao van ban Word.



Em cung ban thwc hién:

e GO doan van ban "Lam quen v&i soan thao van ban"
(em co thé go khong dau).

e Nhan xét vé vj tri xuat hién clta ki tw (chir, sO) trén
vung soan thao khi go phim.
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« Con trd soan thao ludn nhap nhay trong ving soan thao.
Khi em g6 cac phim ki tw s& xuat hién tai vi tri con trd soan
thdo va con trd soan thao dich chuyén sang phai.

« Khi con trd soan thdo & vij tri cudi dong, néu em gd phim ki
tw thi con trd soan thao sé tw ddng chuyén xudng vi tri dau
dong cda dong tiép theo.

« Pé di chuyén con tré soan thdo dén vi tri ndo trong ving
van ban da soan thao thi em di chuyén con tréd chudt dén vi
tri d6 va nhay chubt.
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Luwu tép soan thao van ban Word
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< Deé lwu tép van ban word ta thwe hién:

[1] Nhay chudt vao File, chon Iénh Save; Save As
[2] Nhay chudt chon Iénh Browse; e
@ OneDrive
% [ misec

| ™ Computer
&, Win7 (C)

a loante (D:)

w BACKUP (E:)
ca DATAR)

Tags: Add atag

] 5ave Thumbnail

«  Hide Folders Tools = l Cave

[3] Chon dén thw muc lwu tép:

[4] GO tén tép vao 0 File name;

Hinh 13.3. HOp thoai Save As

. [5] Nhay chudt chon Save.



Sau khi lwu va dat tén cho tép, em co thé
lwu nhirng thay doi trong qua trinh soan
thdo bang cach nhay chudt vao Iénh E
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Thoat khéi phan mém soan

thao van ban Word
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< DEé thoat khdi phan mém soan thdo van ban Word em nhay
chudt vao trong nhom cac nut diéu khién cira so.

< Neéu ta chwa lwu thay doi trén tép soan thao, hdp thoai xuat
hién nhw hinh 13.4. Ta chon Save de lwu lai nhirng thay doi
hoac chon Don't Save dé khong lwu lai nhirng thay doi trén

tep

I Want to save your changes to "Lam quen voi soan thao™?
L

*

If you click "Don’t Save’, a recent copy of this file will be temporarily available.
Learn more

__save § Don'tSave Cancel
- J

Hinh 13.4. Hop thoai thdng bao khi thoat khéi phan mém




LUYEN TAP




Luyén tap x | * Q

 Em cung ban thao luan va thwc hién:

a. Néu cach kich hoat va thyc hién kich hoat phan mém
soan thao van ban Word.

b. Goi tén cac thanh phan co ban trén ctra sO phan mém
soan thao van ban Word.

c. Thoat khdi phan mém soan thdo van ban Word

(khong Iwu tep). (:F:

'(

\




VAN DUNG
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 Em cung ban thao luan va thwc hién:

a. Kich hoat phan mém soan thdo van ban Word.

b. Soan thao ndi dung sau: Chuc cac ban cham ngoan, hoc
gidi (em c6 thé gb khong dau).

c. Lwu tép vao thw muc clia em trong thw muc Lop 4A & 6
dia D: (D:\Lop 4A), voi tén la Thuc hanh soan thao.

d. Thoat khdi phan mém soan thao van ban Word. g
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« Kich hoat phdn mém soan thdo vdn bén Word: nhay
diip chudt vao

* Lwu tép soan thao van ban Word twong tw nhw lwu
tép trén phdn mém trinh chiéu PowerPoint.

 Thoat khdi phan mém soan thao van bén Word: nhay
chudt vao .
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